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SW AP315: Non-Reimbursable Expenses

Non-Reimbursable Expenses Overview

For tracking and review purposes, all business travel expenses that employees incur are captured,
regardless of whether they are paid by the employee, the employee’s agency, or by another entity.

Employees are only entitled to reimbursement for travel expenses they actually incur themselves. Direct
billings to their agency or another third party or prepaid fees are not reimbursable to employees. These
expense items are treated as non-reimbursable expenses on an expense report. Expense lines marked
as non-reimbursable are not recorded in the General Ledger since these expenses were paid and
recorded on a different transaction in Cardinal.

This feature is not available on a Travel Authorization.
An expense is included on the Expense Report as non-reimbursable when:

. It is prepaid or direct-billed to the agency or another party

. It is an expense that would not normally be reimbursable to the employee if the employee initially
covered the expense

This job aid shows how to record non-reimbursable expenses in Cardinal
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Expense Report Processing (Expense Reports created without copying in a Travel
Authorization)

The following steps show how to create a new expense report, add expenses manually and mark the
relevant expenses as non-reimbursable.

1. Navigate to the Expense Report entry page using the following path:

Main Menu > Employee Self Service > Travel and Expenses > Expense Reports >
Create/Modify

Favorites « Main Menu - > Employee Self-Service » > Travel and Expenses » > Expense Reports » > Create/Modify

Expense Report

Find an Existing Value I Add a New Value I

Empl 1D (00987620161 |3

Add

Find an Existing Value | Add a New Value

2. Onthe Add a New Value tab, enter the employee ID of the employee for whom the Expense
Report is being entered in the Empl ID field.

3. Click the Add button.
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Favorites | Main Menu - > Employee Sel-Service ~  » Travel and Expenses ~ > Expense Reports + >  Create/Modify
New Window | Help | Personalize Page | (2
Create Expense Report
John Doe )
*Business Purpose [Training ] Default Location [Richmond (City Limits) a
“Report Description Business Writing Class I;, Attachments
Reference (&}

Expenses (7

Expand All | Collapse Al Add: | [ My Wallet (3) | 47 Quick-Fil Total 31188 USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
11162016 |Registration Fee ~]  "[Class Registration Fea [Chetk - 30000 [usD  |@ [=]
232 characters remaining
“Billing Type[Bilable v Receipt Split ¥ Default Rate “Exchange Rate | 1.00000000 7 2
[ Non-Reimbursable | Base Currency Amount 300.00 USD

LI No Receipt

D Accounting Details (7
111612016 | [Personl Mileage Cost Justified V] *\Roundtrip travel from work to Seminar [Check V| 11.88 [usD =
217 characters remaining
“Billing Type| Billabie A [ Default Rate *Exchange Rate | 1.00000000 ¢, [
*Originating Location Richmond (City Limits) Q [INon-Reimbursable  Base Currency Amount 11.88  USD
*Destination Location |Richmend (City Limits) Q [N Receipt
“Miles 22 x 0.5400
) Accounting Details (?
Expand All | Collapse All Total 311.88  USD

4. The Create Expense Report page displays. Complete the header section of the page. In this
example, the employee attended a Business Writing training session and the registration fee was
prepaid by the agency. While the registration fee is not being reimbursed to the employee, it needs
to be included on the expense report for tracking and approval purposes.

5.  Click the Non-Reimbursable checkbox for each expense that will not be reimbursed to the
employee.

In this scenario, only the registration fee is non-reimbursable.

6. Expand to see the Accounting Entries section to review/update the accounting entries associated
with each expense line.
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Favorites | Main Menu - > Travel and Expenses ~ > Expense Repori~ » Create/Modify
New Window | Help | Personalize Page | (2
Create Expense Report [5 Save for Later | ¢ Home [l (& Summary and Submi
Micah Bradley (7
Actions |_.Choose an Acticn V]| o |
*Business Purpose|Training v| Report 0000106197 Pending
*Report Description [Business Writing Class Default Location |Richmond (City Limits) Q
Reference Q, &% Attachments
Expenses (7
Expand All | Collapse Al Add: | [ My Wallet (0) | £F Quick-Fil Total 311.88  USD
*Date *Expense Type *Description *Payment Type *Amount *Currency
11162016 | [Registration Fee ~]  "|Class Registration Fes [Check ~ 200.00 [USD Q =
232 characters remaining
*Billing Type| Sllabie > Receipt Spiit [ Default Rate *Exchange Rate | 1.00000000 «, [
[ Non-Reimbursable ~ Base Currency Amount 300.00  USD
Ono Receipt
Dccnunling Details (7
| chartielas |
Amount GLUnit  Monetary Amount g::‘““ E:g““ge SpeedType Key  Account Fund Program Department Cos
poo.ool 15100 300.00USD 1.00000000 Q5012240 Q (01000 |Q, [101010 Cy 95400 (&}
< >
111612016 [Personl Mileage Cost Justified v *‘Roundtrip travel from work to Seminar [Check hd 11.88 USD &=
217 characters remaining

7.  Enter or update the ChartFields if necessary. Although accounting details are entered for the non-
reimbursable expense(s), when the Expense Report is posted, accounting entries are not posted

for those expenses.

8.  Click the Summary and Submit link.

Favorites v ‘ Main Menu v > Travel and Expenses~ >

Modify Expense Report
John Doe

Expense Report v

> Create/Modify

New Window | Help | Personalize Page | ]

Save for Later | () Home | [ Expense Details

Actions|[...Choose an Action v] ‘?‘
“Business Purpuse\‘rraimng V\ Report 0000105197 Pending
*Description Business Writing Class Created 11/29/2016  John Doe
Reference Q Last Updated 117292016  John Do
Post State Not Applied
Totals (7 & View Printable Version View Analytics 2 Notss , Attachments

I Emglo:ee Exgenses ‘2 Linesl 311.83 USD I Non-Reimbursable Expenses 300.00 USD Employee Credits 0.00 USD
Cash Advances Applied 0.00 USD Prepaid Expenses 0.00 USD Supplier Credits 0.00 USD

Amount Due to Supplier 0.00 USD

IAmount Due to Employee 11,88 USD I

By checking this box, the employee has certified the expenses listed were incurred by the employee on official
business of the Commonwealth of Virginia and include only such expenses necessary in the conduct of that

business.

| Submit Expense Report |

9.  Verify that the non-reimbursable expenses are included in the Employee Expenses total, but are
not included in the Amount Due to Employee total.

10. Check the Certification checkbox and submit the expense report.
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Expense Report Processing (Expense Reports created by copying in a Travel
Authorization)

The following steps show how to create a travel authorization and copy it into an expense report.
Expenses cannot be marked as non-reimbursable on the travel authorization. Once the expenses are
copied to the expense report, the relevant expenses are marked as non-reimbursable.

Creating a Travel Authorization
1. Begin by entering the Travel Authorization request.
Navigate to the Travel Authorization page using the following path:

Main Menu > Employee Self Service > Travel and Expenses > Travel Authorization >
Create/Modify

Favorites = Main Menu - » Travel and Expenses » > Travel Authorization = » CreatefModify

Travel Authorization

Eind an Existing Value Add a New Value

Empl 1D 009876201681 |

Add

Find an Existing Value | Add a New Value

2. Onthe Add a New Value tab, enter (or use the lookup icon) to enter the Empl ID for the employee
the Travel Authorization is being created.

3. Click the Add button.
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Favorites « | Main Menu - > Travel and Expenses ~ > Travel Authorization » > Create/Modify

Create Travel Authorization

New Window | Help | Personalize Page | =l

Save for Later | [ Summary and Submi

Micah Bradley (7

“Business Purpose Training v Default Location |[Richmend (City Limits)

*Date From [

*Description Business \Writing Class *Date To

i Attachments
Projected Expenses (7

Expand All | Collapse All Add: | g,fQuick—FiH

*Date *Expense Type *Description

*Payment Type

Actions [..Choose an Action

Totals (2 Lines) 311.88  USD

*Amount Currency

11/30/2016 [Registration Fee ] ‘|Reg\stration Fes

| [Check

- 30000 gp

*Billing Type|Billable ~

p Accounting Details (7

11/20/2016 |[5] |Personl Mileage Cost Justiied V|

“|Mi]eage from Office to Course '@

Check

*Billing Type| Billable hd
*Originating Location |Richmond (City Limits) Q
“Destination Location |Richmond (City Limits) Q

“Miles 2 x os0 @

|l Accounting Details (7

v 188 ysp

Expand All | Collapse All

Totals (2 Lines) 311.88  USD

The Create Travel Authorization page displays. Enter the expense information in the Header and

Projected Expenses sections.

Click the Summary and Submit button.

Favorites v

Projected Expenses (2 Lines) 311.88 USD Denied Expenses 0.00 USD

I Total Authorized Amount  311.88 USD I

listed are of to be incurred by

@'y checking this box, the employee has certified the
e on official il of the Ci of Virginia and include only such expenses necessary in

I Submit Travel Authorization \I

Main Menu v > Travel and v > Travel izatonv > Ci
New Window | Help | Personalize Page | =
Create Travel Authorization Save for Later | EG] Travel Authorization Details
Micah Bradley Actions[...Choose an Action V]| eo |
*Business PurposelTrammg v Default Location Richmond (City Limits)
*Description |Business Writing Class *Date From | ) *Date To| 1]
Totals (2 & View Printable Version © Notes &4 Attachments

The expense items will not be flagged as non-reimbursable on the Travel Authorization. The non-
reimbursable expense items will need to be identified once they are copied to the Expense Report.

Click the Certification checkbox.

Click the Submit Travel Authorization button.

After the Authorization has been created, submitted, and approved, it can used to create the

Expense Report.
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Copying the Travel Authorization into the Expense Report
1. To create the Expense Report from a Travel Authorization, navigate using the following path:

Main Menu > Employee Self Service > Travel and Expenses > Expense Report >
Create/Modify

Favorites = Main Menu - > Travel and Expenses = > Expense Report - » Create/Modify

Expense Report

Find an Existing Value I Add a New Value I

Empl ID (00937620161 IQ

Add

Find an Existing Value | Add a New Value

2. Onthe Add a New Value tab, enter the employee ID of the employee for whom the Expense
Report is being entered in the Empl ID field.

3. Click the Add button.

Favorites ~ ‘ Main Menu = > TravelandExpenses~ » ExpenseRepori~ > Create/Modity
New Window | Help | Personalize Page | 5
Create Expense Repor‘t Save for Later | [ Summary and Submit
John Doe 2
Quick Start JIEEIETIEL | EI
B A Template
*Business Purpose | ] Default Location Q, A Travel Autharization
. An Existing Report
*Report Description &, Attachments Entries from My Wallet
Reference Q
Expenses (7
Expand Al | Collapse Al Add: | [ My Wallet (0) | £F Quick-Fil Total 0.00 UsD
Date “Expense Type Description *Payment Type *Amount *Curency
B | v = ¥ 000 [uso & =
254 characlers remaining
Expand All | Collapse All Total 0.00 USD

4. Using the Quick Start option, select A Travel Authorization from the drop down box.

5. Click the GO button.
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| &5 Attachments

Copy from Approved Travel Authorization x
Help
From Date [07/01/2016 El To [12/28/2016 E]
i 0.0
Travel Auth Description Authorization ID Date From  Date To Amount Currency
(et Select || Business Writing Course 0000004633 07/25/2016 07/29/2018 883.14UsD
0.0
| || Retun |

6. The Copy From Approved Travel Authorization page displays. Adjust the From Date and To

date fields appropriately. Click the Select button to choose the authorization you want to copy from
the list.

7. Repeat steps 4-10 from the Expense Report Processing (Expense Reports created without
copying in a Travel Authorization) section of this job aid.
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